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3. CLASSJFICATION ACLION: a_ Reference of Series and Date of Standards-Used to Classify this Position 
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13 
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Senior Web Analyst Karen Reshkin 
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0121 Supervisor or Manager. Position requires the exercise of supervisory or managerial responsibilities that meet at least. the minimum requirements 

for application of the General Schedule Supervisal)· Guide (GSSG) or similar standards for minimum supervisal) responsibility specified in other 

position classification standards. 

0 [41 Supervisor. Position mecl~ the dcfmition of Supervisor in 5.U.S.C. 71 03(a)( 10), but docs not meet the minimum requirements for application of the 

GSSG. 
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INSTRUCTIONS 

1) DUTY LOCATION: Show the geographical location of the position, e.g., Washington D.C., 
New York, NY, etc. 

2) POSITION NUMBER: To be completed by Human Resources Office or Shared Service Center. 

3) CLASSIFICATION ACTION: To be completed by Human Resources Office or Shared Service Center. 

4) SUPERVISOR'S RECOMMENDATION: Show the title service (GS, WG, etc) series and 
grade recommended by the supervisor. 

5) ORGANIZATIONAL TITLE: Indicate the organizational title of the position if any, e.g., 
Division Director, T earn Leader, etc. 

6) NAME: Name of Employee. If vacant, indicate "vacancy." 

7) ORGANiZATiON: Show the organizational designation of the position starting with 
the first subdivision under the EPA. Indicate the official organizational code for the lowest 
approved organization. 

8) SUPERVISORY/MANAGERIAL DESIGNATION: To be completed by immediate supervisor. 

9) SUPERVISORY CERTIFICATION: To be certified by the first and second line supervisors 
who are delegated the responsibility for assigning and reviewing work. Reference appropriate 
delegations, manuals, and guidelines for limitations on signatory authority. Approval by second 
line supervisors is not required if the immediate supervisor is an Assistant Administrator, 
Regional Administrator or Laboratory Director. Signing the position description is an important 
responsibility; any intentional false or misleading statement in this description or willful 
misrepresentation thereto is a violation of the law punishable by a fine of not more than $10,000 
or imprisonment of not more than 5 years, or both (18 U.S.C. 1001). 

10) OFFICIAL CLASSIFICATION CERTIFICATION: To be completed by Human Resources Office or 
Shared Service Center. 

11) REMARKS: To be completed by Human Resources Office or Shared Service Center. 

II. ADDITIONAL INSTRUCTIONS 

Type the duties and responsibilities of this position on plain bond paper and attach to this form. 

For specific instructions on how to complete this form, please contact your Human Resources Office or 
Shared Service Center. 

Ill. DISTRIBUTION 

Original to official position description file in the Human Resources Office. 
Copy to Official Personnel Folder (OPF) 
Copy to Employee 



Introduction 

Public Affairs Specialist 

(Senior Web Analyst) 
GS-1035-13 

The public affairs specialist functions as a senior web analyst in the Web Communications 
Section ofthe Office of External Communications, reporting to the Web Communications 

Section Chief. 

The major duties are the creation, review and analysis of content for the EPA website. The 
specialist is an expert at using web technologies to resolve communication challenges. The 
specialist is responsible for ensuring that materials are well written, accurate and communicate 
effectively with the intended audiences. The specialist also identifies "gaps" in the website 
where content should be created or updated and assists members of the public and others in 
finding the information they need. The specialist is active in the development of policies, plans 

and procedures for the management of the website. 

Duties and Responsibilities 

Web planning and management 

Incumbent works closely with the supervisor to manage the web product development process 
and associated activities. Coordinates web product development plans and schedules, and 
advises Agency staff on product planning, development, design and implementation. Prepares 
process marketing and outreach efforts and ensures a smooth, consistent and transparent 
product development process. Provides direction and assistance to program division staff 
assigned to develop products for web and electronic information delivery. Reviews final 
products for adherence to Agency web policies, procedures and guidelines. 

Assists in developing annual and long-range plans to realize the web and electronic product 
development components of the Agency's strategic goals for information technology, 
communication and customer service and provides project management and leadership for 

activities that are part of these plans. Provides insight into "best practices" for web and 
electronic information product development based on research and analysis of these practices 

in and out of government. Supports theHegion in developing new web product development 
and web project management policies, procedures and guidelines as needed. Serves as an 
advocate for web product development and web project management techniques and best 

practices. 

Evaluates the impact and effectiveness of Web communication plans and advises management 

when efforts should be discontinued, emphasis changed, or coverage expanded in improving 
communication between EPA and various audiences. The incumbent analyzes, develops and 
presents alternative approaches in developing web-communication strategies for EPA policies or 
programs. The analyst carries out studies on how people use EPA web pages, what kind of 
information they are looking for, and makes recommendations for improving web page content 

and architecture. 



Web Editing 

Identifies and updates or deletes out-of-date and inaccurate web content in accordance with 
Agency and regional procedures and policies. Helps develop new procedures for ensuring the 
quality and timeliness of content on the EPA website. 

Translates print and electronic documents into formats suitable for web-based presentation. 
Edits and proofreads content to ensure that all information posted is accurate and in conformity 
with agency editorial standards and guidelines. Performs image manipulation tasks such as 
creating thumbnails, file format conversion and simple image edits. 

Solves communication problems in presenting complex or controversial information on the Web. 
This may involve developing new approaches or sources of information. Plans and completes 
assignments subject to established Agency objectives, interprets policy, and analyzes and 
interprets the information gathered. 

Organizes the content of the web products to ensure it is audience friendly and that the website 
is easy to use. The Web Editor uses his/her expertise to analyze, interpret and integrate 
information in a variety of web formats. Ensures appropriate coordination with all affected 
offices, including the Region 5 Pubiic Affairs Section in the Office of t:xternal Communications. 

Web page creation and maintenance 

Analyzes both the subject and audience to present even the most complex or controversial 
topics interestingly, clearly, accurately and thoroughly. 

Gathers information from multiple sources and revises, edits, and integrates it to create concise 
web pages. This includes photos and other graphics, maps and video, as appropriate. 
Determines layout and design of documents and web pages using web development software. 

Prepares initial drafts for review by appropriate regional legal, technical and public affairs staff 
to ensure accuracy, effective communication and suitability for release. Writes and edits segues 
and other content, as needed. Ensures content is written in an appropriate style and tohe for 
the audience it serves. Finished content meets all Agency requirements, including those for plain 
language, accessibility and metadata. 

Uses web development software to create and post HTML, PDF and other files. 

Advises on web development and page maintenance issues 

The incumbent provides advice and guidance to management and staff on resolving web 
development problems. Consults with managers and staff to analyze their needs and propose 
ways to use the web to do their work. Recommends innovative and creative approaches and 
anticipates public and media reaction. 

The incumbent participates in Agency-wide web groups and projects, including serving as 
backup to the Web Communications Section Chief on the EPA Web Council. Ensures that 
management is kept apprised of topics being discussed and decisions being made, helps 
formulate Regional comments and positions, and ensures that the Region's point-of-view is 
heard. 



Marketing, Outreach and Customer Service 

Seeks opportunities to promote the Agency's web products to all appropriate audiences. 

Trains Agency staff so they can use the web products effectively and so they can help the public, 

partners and press use the products, as well 

Serves as point of contact for website queries by EPA staff and the general public. Reaches out 
to audience groups to get feedback on the Agency's web products through focus groups, surveys 

and other means; and uses the feedback to improve the content of the web products. 

Prepares for and responds to emergencies as needed 

This includes completing incident command system training and participating in scheduled 
exercises. In times of disaster or crisis, may be asked to deploy for multiple weeks or provide 
support from the Region's emergency operation center or other location. Acts as an assistant 
public information officer in joint information centers or other multi-agency responses. 

Registers in the Response Support Corps database. May be required to travel to an emergency 

on short notice, including on weekends or after hours. 

Factor Level Description 

Factor 1: Knowledge Required Level1-8, 1550 points 

Mastery of the principles, methods, practices and techniques of communication that enable the 
Senior Web Analyst to function as a technical authority within the Region. Knowledge and 

understanding of Web development tools and practices necessary for the development of 
professional, effective information materials and for assisting other staff in development of the 

same. 

Ability to plan, organize, and direct workgroups and to negotiate effectively with management 
to accept and implement recommendations, where the proposals involve substantial Agency 

resources or require extensive changes in established procedures. 

Knowledge of the functional components of the Region, Headquarters, States and local agencies 

to effectively respond to public inquiries. Knowledge of the range of environmental and 
administrative Jaws, policies, regulations, and precedents. Knowledge of agency and 
government-wide policies governing the developrrieht of Web and other outreach materials. 

Ability to review and analyze information in order to determine trends and make 
recommendations. Ability to review and evaluate information and provide clear, constructive 

feedback to address customer needs to allow for further processing and implementation. Skill in 
establishing and maintaining working relationships with a variety of customers. 

Knowledge, skill, and ability for producing, building and maintaining a website. Ability to 

communicate effectively via the web and organize information based on identified audience. 
Skill in writing to communicate clearly to a variety of audiences, both internal and externaL 



:>~."' 
~&' y. 

,..,t- t)~ \. 

Factor 2: Supervisory Controls 
")/,,50 v J "' 

Level 2-f(, ~points 

The incumbent reports to the Supervisor of the Web Communications Section in the Office of 
External Communications. The supervisor provides administrative direction to the employee by 
making assignments in terms of broadly defined mission or functions. Specific assignments may 
stem from the Web Analyst's contacts. The incumbent is responsible for planning, designing 
and carrying out assigned web communications activities, projects, studies and other major 
program functions. Keeps the supervisor informed of progress as deemed appropriate. When 
work is reviewed, the review generally concerns such broad matters as fulfillment of program 
objectives or the effect of the incumbent's advice in facilitating achievement of the program 
objectives. 

Factor 3: Guidelines Level 3-4, 450 points 

Guidelines are agency policy statements and broad precedents and are applicable in establishing 
a general program direction and setting a tone, but not sufficient for dealing with complex, 
intricate and unusual situations, issues and problems encountered on a recurring basis. The 
incumbent must deviate from standard approaches in developing effective ways to 
communicate the agency message on controversial and sensitive issues. 

There is a fair amount of clear1 specific written Web governance in the form of policies, 
standards, and guidance online. If there is a gap, the incumbent will work with Agency Web 
groups to address it. This may involve setting local policies as needed in consultation with the 
incumbent's supervisor. 

Factor 4: Complexity Level 4j, m points 

Complexity involves the application of advanced communication and analytical skills to evaluate 
and advise top management officials of information that should be made available to address 
potential public reaction. This involves conveying information orally and in writing in order to 
impart factual information in a clear, understandable manner designed to achieve 
understanding. 

Factor 5: Scope and Effect 
4"2l5 

Levei5-S,~ points 

The incumbent develops alternative means of providing information to enhance Agency 
program efforts and to assist in communicating with various Agency publics. 

Factor 6: Personal Contacts Level 6-3, 60 points 

Contacts occur on a non-routine basis and involve meaningful exchanges of views and 
information. Contacts include other government agencies and across the federal government on 
web issues. Contacts are across the Agency and outside the Agency, public interest groups, the 
academic and business community. 

Factor 7: Purpose of Contacts Level 7-3, 120 points 

The purpose of the contacts is to analyze: develop and present alternative approaches in 
developing web communication strategies for EPA policies or programs; or to present 
information on EPA activities or policies to specialized groups and the general public. The 
purpose is to share information, compare best practices, provide feedback for one another, and 
leverage expertise, training and resources. 



Factor 8: Physical Demands 

The work is basically sedentary. 

Factor 9: Work Environment 

The work is performed in an office setting. 

LeveiS-1, 5 points 

Level 9-1, 5 points 





Extramural Resources Management Duties Checklist 

This checklist must be used V.lith all PDs to idenl(!}· the percentage a,( time an employee is engaged in duties related to managing 

contracts, grants, cooperative agreements, and interagency agreements. For-positions requiring performance of these duties for 25% 

or more o_fthe employees time, in addition to this checklist. such duties must also be described in the body (major duties area) of the 

PD 
Employee Information Percentage of Time Spent on Extramural Resources 

--~".~agement __ ~--- __ 
' I X ] This position has no_extramural resources 

--~~-------
_f\J_afT1_e ____ Karen Reshkin 

~-~m=a~n=agement responsil:Jili~ti~e~s~. ___ _ 

_Ec>sition Number Total extramural resources management dutie~ ~ 

_______________________ _,o__,c'-"c=upy_less than 25% ()f_t . .,_im"'e-c-____ _ 

_ Tcci_,.tle,___P_u_b_l_ic_A_ff_a_ir_s_S_p_e_c_ia_l_is_t ______________ To_till_e_)(\rarrlUral resources m.:magement duties_ 

_ _______ _ _____ occ~_py 25% to 50% _of time. __Iheseduties a!_e_ 
____ ___indi~tgdbelow_<!Q<:l_<:l€lscribedin the posi~on 

____ d~e__,s,c~ription. _____ _ 

Series_/G_ra_cl§! __ --,-G_S_1_0_3_5_-_1_3__________ _ ____ __,T""o"tal extramural resources management _duti~_ 
_______ _______ occupy more than 50% of time. Thgse dutie_s are __ 

______ __ ---+-";in~d~ic~a,_,ted below and described in the position _ ~-
'description. __ __ _ ____ _ 

Organization R5 Web Communications Section 

When this checklist is used as an amendment to a position description. the following signatures are required: 
f-- - - ~~- - -~~---- -- -
Supervisor'_s Signature ! ~- ~ 1 Date 

[Personnel Specialist's Signature_ l \.A (rl}V,) m~ DatE!.. I 0/1 z-, 

~~~~---
--~~~-

1 Monitors management and performance of 

Pre-awa"rd~=--:::---- ______ ----:'--t!C:de'e"Oiiv~ery orders/work as~nm_e_fll:; __ §.fjer award _ --~ 
Plans Proc;~,C8_!I'ece::.nc:ts-c_~--~~-~-~o~---~~~~--+-' ~0-"e'"fi"'n=e=s_.,s:::c::-ope of work for work assignments 

!----'Estimates Costs, ____ ~~,--~------~-~~--"-~-~--,-·· ----;-i-ccAP[J~oves pa_}.me__fll_reguestsof ACH drawdowns _] 

I----,--'O"'b"'t,~a,in:;,_funding_(;CJI11mittllle_nts I Manages cost-reimbursement contracts---- ---- ---~- I 
! Pre_par~s procurement_~eguests ----~- __ --~--· ~--'-' __ ;_i -cRc-:ecv.:.:ie'-'w'-'s'-"-in:_:v.~o"'ic,,e,.s, ___ ~ --·--~; .. ==.JJ 
· Writes statements of work ___ --~~~~-- 1 Inspects and accepts deliverables 

1---'-"R--:ec-v--:ie'-"w"'s_-s,_..ta"'t~em""'e"'nt;,s:.-o""f~w"'o"-'k"--;--~~------------:~: .. ______ L____j
1 

'

1 

Other (list-.)_______ -- ___ - ---- -------~~---- ________ -_ ~-- _.JI 
: Pr()cesses unsolicited_proposals 

l--~_cf3·_§!SP~~-~s_ t9_ pre~awa~d_j[1quiri~_s. -~-;_ __ ~-- --~~~~--- ~ ~ 
_ Participatesin pre,award conferences _____ __ _ _ _ Close-out: __ 1 

Conductstec_h_n_ical ev?JuatioD ()f_proeosals .Writes reports on contractor performance costs. I 
!------Participates in debriefing/protests _ _ __ _ and tasks perfc:>rmed _ I 

Other (listsj _ --~-----__ _ _Reconciles payments with work performance J 

--~'---' ~~-- _--~~~~------- ___ - __ • , Closes-out paj!ments _ __ l 
I i f'erforms costaccount1ng _ _ _ __ . _ l 
[fosi:award: --Provides assis--i;;_-nce to Contract[og_9ffice_u!L... _ J 

Prepares d~liyery_orders settlinJLS'~ims _ _ :=----J 
Reviews contractor w'"orc:k:..p~l __ --an-s~~~~-----~~-~_ ~--~------~--~ ____ ----':OC:tC'h'"er'(list) ____ .. I 

f----c:--"'R"'e>yie_\A's_C()nli:_OI(;!_or progress reports 

·Monitors governme_11t:furnished QrQp,_,e:--rt:z-Y,--,.-cc-

-Monitors co~t, management. and overall technical __ -' 

. . -- . ..... . ............ ······ ... .. . 1 
. Perc;entage of Time Spent on Contracts Management=:! 

~ _ _p_e_r(c>rrnaoce C>_f_ contra_c;t afteray;ard _ ------~• _____ _ 
0 

:% 
Continue 



! _ __ J>~rt 2. __ Grants/Coop!'rativ~_e,m!1!'_1!'!1Jltl1.Q.!!ti'1s"_~_ -~-~~~----'-Acjvises_Grants _r,l!anagement Office of oqt,e~ti"a,_l __ _ 
_______ problemsilssues - __ -- _ - - _-------c-

Pre-application/Apl"li£"tion: P-articipates Hldecisionsi2iCtions to enscire- . 
_Prepares sqiJ.yj_tation for _Qropo~§J~--------- ~~~cC;;SstUfP-CQI?~\_fompl~tlQn andind-~~(~.L9rlS- t·a~·:.:· -- · ~ · 

i Identifies potential £lC§!"!~ees _fqr _(3~E39 of program_ ________ __ impose sa0cti_qns__ _- ____ -_-_-
~-_._"CemQha_s_ls --"·--- __ Approves payments requests or ACH drawdowns ____ _ 

Makes initial determinations (whetherwoject is _Reviews !~quests for modifications, additional 
~-+-"p"-ro"c"u..,r"oementorassJ?.!9DCe, __ \l"b_E!ther agency has ________ __fu_nding, etc., and makes recommendatio"-n"'s"t"o ___ _ 

legal authori!Y, __ \f"hether applicant is eligible, __ Grants Management OfF,ic,..e~----
whether funding is available, etc.) Negotiates a'!'_el'ldm§_nt~sc--:--:: 

___ .cP.c:rovides administrative information to aj)J)Iicants Reviews Cost/Price/Analysis for rec_l!)ient 
c----:--"'Determinesyj_Qf,riateness of applicant's·----~--~--___ contr;Jg)s/changeorders (Superf~-~d Dn~Yf-~-~--~-__ _ 
'_ ____ _j_l'lorkplan/activities/budget and compliance with _ _ When necessary, recommends termir~a'tiori o,_f"th,_,e~_ 

- - Tregulations and guidelines and negotiates ciianges agreement --- --- ---·-
. i with applicant ·-- Resolv_E's _with ~~-fits-Management Office ---
i :O.ssists appTical1t in resolving issues in applica'irorl-- administrative and financial issues 
c-------jFor cooperative agreement- determines substantial = ____ (;onducts periodic reviewsteensure cornfiiiance _ 
I__ Fed<eraJillVDivement emddeveiOP"-?..S:Qn_Qiti()_Qfor . with agreement . 

0 
_____ agce~cc<OD!___________________ Othe_r__(lig) __ . _ 

l___Neg()_tiates level of funding ___________ _ 
Conducts site visitsto evaluate program capability Close:<>ut: __ _ 

. Serves as resource to Selection Panel Certifiesdeliverables w~_r:.,_§ti~?ctoryand tl~~ly_ 
---Informs -"l'!'licants_of funding de_cisions ___ P_rg_vJdesassistanc~torecipients and Grants 
--,O=th-"'erjlist)_____ ___ Management OfF1ce to ensure timely close-ou~t __ _ 
~·-·-_ .. ___ _i_____ i. ___ Heconcile_!? PC!yment with __ wor~ __ Qerformed _ 
'Award: Notifies r£:qipi~nt of ciO§_e:;:-_out requirerpeot"-s--;---

Prepares funding package, including pecision ________ • __ Obtains legal assistance if oecessary to resolve ____ _ 
;Memorandum incomplete close-out 

____ Qbtai_nsc_on_currences/aPQrovals -----lfprojectiSaUchled~ resf!_onds tojs_sues and en:S_llres 
i Reviews/concurs in completed document_ ,recipient compliE!_s with auditr-"<:;Q~_'I'.E!ndations _ __ 

Establishes project file Oth_e_r_{ll~!L. _ ____ - -----_---_-__ 
l___Qtb<er (lis!) ________ ______ _ ____ _ 
. _____ j ___ Percentage of Time Spent on Grants/Cooperative 
Project Management/Administration: _____________ Agreem_ents Managem!!n_l ___ _ 
~~--- MlMOrlitors.recipient's activities and progress ____________ _ 
---!Reviews rep_()_rts~a.D_d~cleliverable_s_and notifies __________ _ 
---+.'lre:"c~i_]:lie..oLof comme.nts 
___ Provides technical assistanc_e t()_@.~ij)ients_ 

0 % _____ __:::..._ 

-----

Pr~~Agree'!'"~t: _____ __ _ ____ flll_Q~itors_cost management and overall technica~l __ _ 
__ PI§n_s<lnQQ_eg_(Jtia_te_~ _ _,w-"o"-'rk"-"eff.,o,_rt.,_______ _ _ __Q§l__riormance~c-~- -c-~---c-- _____ _ 
--~E"Cs-'Cti~m~ate_s__s:_o_!>l~- _____________ Participates 1n decisionsabout pro1ect 
___ Qbt<lins _fungiog commitments _ ___________________ modification/terrninat"i'o'-'n'-----o=---
, Prepares commitme,._n,_._t_.,n.,_o.,tio-c"e~--- ________ Conducts periodic review of Superfund State 
.---Writes or reviews scope of work :Contracts payment,; receipts (Supe>rfund only) 
---Responds to pre-agreement inglmies _,__ __ _;:IO;n"'spec:ts and accepts d_eliverables 

Participates in pre-agreement confer§nc_es ---,-----'!Other (list) ___ _ 
--Coordinates with appropriate stafF in developing 
.-_ --ilndepimdent Government Cost Estimates (IGEs) Close-out: 
r--1\l~otiatesandensures__§_)(E>£YJiQn __ of Superfund _ '-. -_-_--.;;Re~_-,vs final rep-ort _______ _ 
I State Contracts (Superfund only) __ -~----__ Decides on disbur~ement of eguipmen!_ ____ .,---__ 
~---Perforrnste_c:hnic;al e_v§luatio_nofw_9rkplanang_ Reconciles payment~ with work performed 
' budg . .---e'-1 ---c~~--c-----;----;-;--;-------- Reviews Superfund State Contract~_\Q ensure full 

Prepares fund_ing package and obtains necessary reimbursem_e_Qt_(Superfund only) _______ _ 
concurrences 
Other (list) 

_ ___________ --~C"e,_.rt,ifie~. deliverables 
______ __c-R.esolves close--outissu_e_,;_'!Vith GrantsManag(Oment 

-------c"Office/other agency 

Er_<>j(o!<;!_r,ll_anil_q_E!mentl AdmilliS!f'!tion: _ _ 
'-, __ 'f<.eviews progress reports/financial reports 

iQther (list) _______ _ 

___ Percentage of Time Spent on Interagency Agreements 
Management: 

0 % 


